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Objective:  This training module will take you step-by-

step through the Client Order Information 

(COI) document in the Regional Business 

Application (RBA) IT-Solutions Shop (ITSS) 

component. 

 

 

Navigation:  If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to 

the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on 

“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide.  To go back, click on 

the “Backspace” key.  



COI Glossary 
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Term Definition 

CO  Contracting Officer  

COM Commodity fiscal task type 

Commodities An order for hardware, software, may also include installation.  

COST Cost fiscal task type 

CSR Customer Service Representative 

FFP  Firm Fixed Price fiscal task type. A task in which one price covers all costs.  

FM  Fund Manager  

FURNTR (FR)  Furniture Program Type (Budget Activity). Used specifically by IWAC.  

IA Interagency Agreement 

IWAC Integrated Workplace Acquisition Center 

LAB Labor fiscal task type.  

PCOC Preparing Contract Office Code. The system collects the required PCOC value 

so that PIID Code can be generated. PCOC value depends on the user's 

default 'Region' or 'Program'. For Region 31, the PCOC value is BU000. 

Peer Access List  Includes members of the same registered organization as the primary client, 

with limited access to the order.  

PIID Procurement Instrument Identifier. See the Standardized Numbering 

Conventions training module for more information. 



COI Privileges 
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*Contractors may view if they are on the BOMSOW Contractor List 

User Role | Action Create Edit View 

GSA User 
   

Client 
 

Contractor 
* 
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COI / Order Package View / GSA user / View Mode 

Click on the COI link in the Order 

Package View to open an existing 

COI in view mode. Only one COI 

document exists per order. 



Within the Pre-Award Workflow Context 
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Begin: Client contacts AAS 

(outside of RBA) seeking 

assistance 

End: Purchase Order is 

signed by Contracting 

Officer and awarded. Next 

phase is Post-Award. 
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Creating a COI / GSA user 

GSA user may generate a 

COI by first clicking on the 

Create New Order link either 

on the ITSS Welcome page 

or the ITSS Orders Tab. A 

new page will load 

prompting GSA user to 

select a client. 



Select a Client before proceeding to COI 
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Enter part of a name and 

click Go to jump to 

matching client names 

The client list displays 30 

names at a time. Use the 

Next / Previous arrows to 

see more clients 

The client list is 

sorted alphabetically 

by first name 



Creation of COI / Top 1/3 of form / GSA user / Edit mode 
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Enter a description to 

identify the entire order 

Enter the total estimated 

dollar value of the order. 

Used for reporting purposes. 

Only orders with regular funding 

can have fee-only task items 

The Client’s Address 

Information defaults to 

the client address on the 

client’s user profile 

The status of the entire order 



Creation of COI / Middle 2/3 of form / GSA user / Edit mode 
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The Accepting Person’s 

Address & Contact Info 

defaults to the client info 

on the client’s user profile 

The Shipping Address or 

primary Place of Performance 

defaults to the client info on 

the client’s user profile 

If the order has multiple 

shipping addresses select Yes. 

Users can add the additional 

addresses on the BOMSOW. 



Creation of COI / Bottom 3/3 of form / GSA user / Edit mode 
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Select the Region and Territory. 

Program Furniture and PCOC will be 

automatically populated for Region 31. 

Order ID will be automatically 

generated. Optionally, you can 

associate an order to an existing 

Order ID. See the Standardized 

Numbering Conventions training 

module for additional information. 

If the order was 

transferred from a 

region, enter the 

original order’s 

Order ID and ACT 

number. Used for 

reporting purposes. 



Creation of COI / Bottom 3/3 of form / GSA user / Edit mode 
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Enter the Interagency Agreement (IA) Number 

and/or attach a copy of the signed IA. 

Select the users assigned to the order. Selection 

of the CO is required upon creation of the CERT.   

If a user is selected for multiple roles, a soft 

validation will warn that a separation of duties 

conflict has been identified: 
 

 

 

 

 



Creation of COI / Bottom 3/3 of form / GSA user / Edit mode 
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GSA users do not select a fiscal 

order type on the COI. The fiscal 

order type is derived based on the 

fiscal task types of the task items 

awarded on the basic order. 

 

If the order contains at least one 

task item with fiscal task type 

LAB, COST, or FFP then the user 

can add any type of task item 

(LAB, FFP, COM, COST, or FEE) 

during an Order Mod. 

 

If the order does not contain a 

LAB, COST, or FFP task item then 

the user will only have the ability 

to add COM or FEE task items 

during an Order Mod. 



Next Steps… 
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Submit the COI to 

create a BOMSOW 

Click Save as Draft to return to the COI later in Draft status. COIs 

can only be saved as a Draft if the status is still Draft. If a Draft 

COI is not modified in 30 days it will be automatically cancelled. 



COI Status Glossary 
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Status Definition 

Draft COI has been initially submitted, remains in draft status until 

BOMSOW is created. 

GSA Evaluating BOMSOW has been submitted for GSA Review by GSA and 

there is not an open RFQ. 

Directed Buy Directed Buy has been created. 

RFQ RFQ has been issued but winning quote has not yet been 

selected. 

Quote Selected Quote has been selected on Market Analysis. 

Pending Client Acceptance Market Analysis is pending approval from Client. 

Pending Approving Official Acceptance Market Analysis is pending approval from GSA Approving 

Official. 

Quote Accepted Client has accepted selected Quote on Market Analysis 

Approving Official Accepted GSA Approving Official has accepted Market Analysis 

Awarded – Mod [XX] Mod number [XX] has been signed by Contracting Officer.   

Cancelled 

 

Order has been marked inactive by CSR prior to any signed 

Purchase Orders. 

Complete 

 

Order has been marked inactive by CSR after at least one 

signed Purchase Order. 



Federal Acquisition Service 

U.S. General Services Administration 

Questions & Support 

 For questions regarding AAS Policy please contact 

randy.matlack@gsa.gov or robert.niewood@gsa.gov 

 For questions regarding the RBA COI training module 

please contact RBA Technical Support:  

 Phone: 877-472-4877 

 Email: AASBS.helpdesk@gsa.gov 
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